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Agenda

1. Introductions / Overview on FMS 2.0

2. What is Vendor Self Service?

3. How do I create an Account?

4. What can I do in VSS?

5. VSS Recap

6. Q&A
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Introductions/Overview on FMS 2.0

 Financial Management System (FMS) 2.0 was 
launched in July of 2017
 Electronic submission of invoicing information from vendors
 Vendor Self Service (“VSS”) module
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What is Vendor Self Service?

 City of Los Angeles’ new Vendor Self Service website 
will allow you to:

Create a personal account for your organization

Manage your organization’s information (addresses, contacts)

Monitor contract amounts & payments

Submit invoices online

View the up-to-date status of your invoice
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Vendor Self Service
What this means for you

Better Control   

See your account information and make quick & easy updates

More Information
View the up-to-date amounts & statuses of your contracts, 
payments, and invoices anytime

Efficient Invoicing
Submit invoices online using simple, step by step pages
Track the status of your invoices 

o See when it’s been received, approved, and paid
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How do I 
create an 
account?
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Three easy steps:

1. Provide Contact Information
2. Receive an Activation Code
3. Create your Account
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lavss.lacity.org

City of Los Angeles
Vendor Self Service Website
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Step 1: Search Your Vendor Account

 Click the “VSS GUIDES” tab on the homepage
https://lavss.lacity.org/
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https://lavss.lacity.org/


Step 1: Search Your Vendor Account

 Instructional Guide on How to Create a VSS Account
https://lavss.lacity.org/
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https://lavss.lacity.org/


Step 1: Search Your Vendor Account

 New Registration Button
https://lavss.lacity.org/
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Click here

https://lavss.lacity.org/


Step 1: Search Your Vendor Account

 Search for Your Vendor Record
https://lavss.lacity.org/
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https://lavss.lacity.org/


Step 1.1: Provide Contact Information

 Account Has Not Been Registered
https://lavss.lacity.org/
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https://lavss.lacity.org/


What if My Account is Already Registered?

 Vendor Account is Already Registered
https://lavss.lacity.org/
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https://lavss.lacity.org/


Step 2: Receive Activation Code

 Follow the instructions in the email
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Step 2: Receive Activation Code

 VSS page from email –vendor code in address bar
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Step 2: Receive Activation Code

 One-time Activation Password from VSS Email
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Step 3: Create Your Account

Create your user ID and 
password
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Step 3: Create Your Account
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• Thank you Page
• Visit lavss.lacity.org to log-in your account



What can 
I do in 
VSS?
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Review & Update Business Information
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Presenter
Presentation Notes
http://10.32.201.170/webapp/VSSTST/AltSelfService



Maintain Addresses

Changes to your Business 
& Address Info will be 
processed by VSS You will receive 

confirmation emails 
once the changes are 
approved & applied
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Add Additional Users From Your Organization

You control the level of access of 
other users in your organization
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Add a second administrator 



Review Your Contracts & Orders

Review key 
amounts
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Use the 
Reference 
button to see 
associated 
invoices, 
scheduled 
payments, 
and 
checks/EFTs

Presenter
Presentation Notes
If you have any contract and/or purchase order with city, the doc will show here
Select the contract and click reference, will take you to the detail of the contract/ purchase order



Submit Invoices Online
Input General Information
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Agreement Reference section will 
display:
• Agreement Information
• Orders
• Scheduled Payments
• Disbursements

Presenter
Presentation Notes
This is the page of  detail, this is a purchase order, it give you the doc ID, , whether it has any scheduled payment, and that status and details of check or Eft 



Submit Invoices Online
Input General Information

Input invoice 
numbers

Select the 
payment 
address & 
contact

Manage discount terms 
(if applicable)
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Presenter
Presentation Notes
Here you enter the info on invoice header, invoice number, amount , address, contact, discount etc



Submit Invoices Online
Select Lines From Your Contract

Easily select the lines from the 
order that you want to invoice
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Presenter
Presentation Notes
Here is the detail line information of invoice, you can have multiple lines based on the PO, for this case, there is only one line on the PO. 



Submit Invoices Online
Provide Attachments and Comments

Upload attachments that will 
remain stored with your 
invoice

Enter comments & notes
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Presenter
Presentation Notes
Here you can have comments, and attach supporting doc if you have,  like shipping doc here. 



Submit Invoices Online
Review & Submit
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Presenter
Presentation Notes
After you completed all the information, you can click submit. Then the invoice will be interfaced to FMS system. Once it’s interfaced, city employees will review the invoices in FMS. You will receive a email to confirm that the invoice has been interfaced successfully. 



Check On Your Scheduled Payments
Use the buttons at the bottom to 
download the information, see 
more details, or check what the 
payment is in reference to.
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Presenter
Presentation Notes
Another feature under Financial Transactions is view the status of payment, if there is any payment request processed in FMS, whether the invoice is issued from VSS or you sent a hard copy of invoices to city, you can view the status of the payment  here. You can view the detail or the reference information by clicking “Detail” or “reference”, or download the info to excel or pdf file



View Information on Issued Payments

Easily find check 
numbers & issue dates
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Presenter
Presentation Notes
Checks/EFTs tab here will list all the checks/EFT document have been issues, here shows the check number here. Again, you can have more information about this check by clicking “Detail”, “Reference”



Track Invoice Processing 

View if your invoice has been 
approved or scheduled for 
payment

Use the reference tab to see 
pending or issued payments for 
your invoice
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Presenter
Presentation Notes
Here you can view all the invoices you have with City, and status of each invoices, it includes invoices submitted from VSS or hard copy invoices you submitted to city. 



VSS Recap

 Visit https://lavss.lacity.org
 Search Your Organization
 Click on “VSS GUIDES”
 Click “Contact the City for an Activation Code” link
 Request Activation Code

 Activation Email from VSS
 Click on the provided link within the email
 Enter the one time password from the email

 Create Your Account for VSS
 Review and update your organization information
 Add/assign user
 Submit/track invoices online
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Questions / Comments?
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